
STATE OF TENNESSEE 
DEPARTMENT OF LABOR AND WORKFORCE DEVELOPMENT 

DIVISION OF WORKFORCE SERVICES 
220 French Landing Drive 
Nashville, TN 37243-1002 

(615) 741-1031 

Workforce Services Policy - Requesting Additional WIOA Funds 

TN-WIOA (17-12) 

Effective Date: August 11, 2017 
Duration: Indefinite 

Subject: Requesting Additional Funding from Workforce Innovation and Opportunity 
Act (WIOA) Statewide Reserve Funds 

Purpose: To provide guidance for requesting additional funding from WIOA State 
Reserve funds 

Scope: 
Office of the Governor, Tennessee Department of Labor and Workforce Development 
(TDLWD), Tennessee Department of Economic and Community Development (TDECD), 
Tennessee Department of Education (TDOE),Tennessee Eligible Training Providers List 
(ETPL), Department of Human Services (TDHS), Tennessee Department of State (TDS), Adult 
Education (AE), Rehabilitation Services (RS), Office of Registered Apprenticeship (RA), State 
Workforce Development Board (SWDB), Division of Workforce Services (WFS), Regional 
Council (RC), American Job Center (AJC), American Job Center Operator (AJC Operator), 
American Job Center Access Point (AJC Access Point), Workforce Innovation and 
Opportunity Act (WIOA), Chief Local Elected Official (CLEO), Local Workforce Development 
Boards (LWDBs), Local Workforce Development Areas (LWDAs), other Workforce System 
Subrecipients (Subrecipients), Workforce System Partners (Partners) Training and 
Employment Guidance Letter (TEGL). 

References: 
20 CFR 680.600; 20 CFR 680.61 O; 20 CFR 680.650; 20 CFR 682.200; TEGL 19-16; TEGL 06-14; 
WIOA Section 3(7); WIOA Section 129(b)(1 ); WIOA Section 134(a)(2)(B); WIOA 
Section 134(a)(3)(A); WIOA Section 134(c)(3)(E) 
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Background: 
To address critical needs that exceed local capacity to respond to employment and 
training activities as allowed under WIOA Section 134, Local Areas Workforce Boards 
(LWDB) can apply for supplemental funding appropriated from State Reserve Funds 
(SRF). 

Criteria for Requesting Additional Funds (include but not limited): 

• Awarded supplemental funding from SRF shall be subject to State Reserve funds 
availability 

• Awarded supplemental funding from SRF is based on demonstrated need 
• Local area must have an obligation and expenditure rate of 80 percent or 

greater for all current contract awards 
• Local area must be meeting all requisite regulatory mandates (i.e., required 

minimum obligation/expenditure rates) 
• Awarded supplemental funding from SRF must be fully exhausted prior to the 

use of subsequent awarded funding (i.e., supplemental SRF funding for PY16 
Dislocated Worker funding must be fully exhausted prior to using PY17 
Dislocated Worker funding allocation) 

• Awarded supplemental funding from SRF must be spent on direct participant 
costs as outlined in the Plan (Attachment A) and does not include administrative 
funds 

Instructions: 
In order to request additional funding, the following procedure must be used: 

1) Submit a request letter from and/or acknowledged by the CLEO and LWDB Chair to the 
TDLWD Workforce Administrator copying workforce.board@tn.gov to include: 
a) Project Narrative/Plan: 

i) The project narrative should provide sufficient information on the background of 
the project or request, specific problem, or need. The narrative should describe: 

ii) The training to be provided 
(1) If the training is an in-demand occupation within the area 

(a) The actual begin and end date of the training 
(b) The number estimated to find work 

b) The funding source (youth, adult, or dislocated worker) 
c) Funding amount, including the actual budget and the actual number of participants 

to be served. 
i) If the application is to assist dislocated workers laid off from a recent plant closure 

or a mass layoff include: 
(1) Name of company or companies impacted by layoffs 
(2) Number of workers being dislocated (by company if more than one) 
(3) Planned number of participants to be served 
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(4) Layoff dates of the impacted workers 
(5) If appropriate, the name of the labor organization representing the 

employees 
Note: The LWDA needs to utilize the Jobs4TN system to access unemployment insurance 
(UI) claimants that the local area could contact for possible training services. Jobs4TN will 
also provide information regarding the number of current participants in the local area and 
labor market information data to determine in-demand jobs to justify the request for 
additional funds. 

d) Training type: apprenticeship, On-the-Job training (OJT), customized training, work­
based training, occupational skills, entrepreneurial skills training, customized 
training, incumbent worker training, transitional jobs, and registered 
apprenticeships are all identified work-based training services, and educational 
trainings requiring ITAs. Please justify your request for additional funding with the 
following information: 

2) Complete all requisite attachments to include: 
a) Attachment A: Services to Participants 
b) Attachment B: LWDA Financial Overview 

3) Submit all requests and supporting documentation via Grants4TN (please refer to 
Attachment C for more details). 

State and LWDA responsibility under the State Reserve Funds 
1) TDLWD 

a) TDLWD will provide a response to requests for additional funds for all funding 
streams within 10 working days. 

b) TDLWD will monitor 
i) The expenditures of all additional funds requested through the monthly 

expenditure reports and (provided to the fiscal office of TDLWD) and status 
reports submitted via Grants4TN, 

ii) The number of participants served through Jobs4TN, and 
iii) Program and fiscal monitors will review the award(s) during the onsite 

monitoring review for compliance with the funding application as well as 
federal, state and local regulations. 

c) TDLWD will provide support, guidance, training, and/or technical assistance 
relative to the procedures outlined in this guidance on requesting additional 
funds. 

2) LWDA 
a) The responsibility of the LWDA is to monitor subcontractors who have received 

funding and to ensure that funding and participants activities reflect the plan 
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submitted. The training provided to participants should reflect demand 
occupations listed for the area or the state. 

b) Performance outcomes associated with requested supplemental funding from 
SRF must at a minimum meet the negotiated statewide performance metrics. 

c) If conditions change after the plan is submitted, the LWDA must submit a 
modification to the plan via Grants4TN, contract amendment requests. 

d) The LWDA must submit the results of the services provided to individuals 
funded by additional (statewide or rapid response) funds at the end of the 
contract period. 

e) LWDBs requesting funding to conduct a rapid response demonstration or pilot 
project must submit quarterly and final reports; these reports must address 
whether performance outcomes were met and how their projects' designs 
contributed to the effectiveness of the rapid response strategy. Furthermore, 
reports must provide recommendations for best and promising practices. 

Attachments: 
1) Attachment A: Services to Participants 
2) Attachment B: LWDA Financial Overview 
3) Attachment C: Instructions for External Users - Creating and Submitting Additional 

Funding Requests 

Contact: 
For any questions related to this policy, please contact Nicholas Bishop - Director of 
Compliance and Policy for Workforce Services at Nicholas.Bishop@tn.gov 

Effective Date: August 11,2017 

Dur i : !~definite o 
v~L ~I 

Ster ing van der Spuy, Administrator of Workforce Services 
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ATTACHMENT A 

SERVICES TO PARTICIPANTS ( fill in funding source here ) 

Types of Service 

Career Services 

Training Services 

Classroom Training 

On the Job Training (OJT) 

Apprenticeship Training 

Customized Training 

Other Training 

Total in Training Services/ Average cost per participant 

Support Services (Travel, Books, etc.) 

Total Costs 

'OTAL FUNDS REQUESTED 

(1) 
# of Participants 

0 

$0.00 

( 2) 
Cost Per Participant 

$0.00 

(3) 
Total Costs 

$0.00 

$0.00 

$0.00 

$0.00 

$0.00 

$0.00 
$0.00 

$0.00 



ATTACHMENT B 

LWDA FINANCIAL OVERVIEW 

I·· 

(1) (2 J (3) (4) (SJ (6) (7) 
fu~dlng Years by Program Award Amount Expenditures Obllgatlons Total Unobllgated Encumbrances Remaining 

Eicpendltures/ Amount AvaHablllty 

Obll1atlol\5 

(2)+(3) (1)-(4) (5)-(6) 

E!S!I lnfslt!!l•ll2n fslri!.QU~Tfllll!Q~ 
ProSram Year 2015/Fiscal Year 2016 

PY2016 TOTAL CONTRACT AMOUNT ,.- $0.00 - -
Admin. $0.00 $0.00 $0.00 
Adult Activities $0.00 $0.00 $0,00 
DW Activities (Redeslgnotion) $0.00 $0.00 $0.00 -

FY2017 TOTAL CONTRACT AMOUNT $0.00 
Admln. $0.00 $0.00 $0,00 
Adult Activities $0.00 $0.00 $0.00 
ow Activities (Redesignotion/ $0.00 $0.00 $0.00 ·-

Progcanl Year 2016/Flscal Year 2017 
1, 

PV2017 TOTAL CONTRACT AMOUNT $0.00 
Admin. $0.00 $0.00 $0.00 
Adult Actillit~s $0.00 $0.00 $0.00 
DW Activities (RedestgnotiOn/ $0.00 $0.00 $0.00 - -

FY2018 TOTAL CONTRACT AMOUNT ,- $0.00 
Admin. $0.00 $0.00 $0,00 
Adult Activities $0.00 $0.00 $D.00 
DW Activities (fledeslunoilonl $D.00 $0.00 $D.00 

'TOTAL ADULT $0.00 $0.00 $0,00 $D.00 $0.00 $0,00 $0.00 
Fin:al lnfor11111Ugn lor DISLOQITED WQRK§'.!! ~l!f!!Oi 
Pro11ram Year 2015/Flscal Year 2016 

PY2016 TOTAL CONTRACT AMOUNT $0.00 -
Admln. $0.00 $0.00 $0.00 
DW Activities 

I 
$0.00 $0.00 $0.00 

Adult ActMties (Redesignation) 
I 

$0.00 $0.00 $0.00 
FY2017 TOTAL CONTRACT AMOUNT $0.00 -

Admin. $0,00 $0.00 $0.00 
DW Activities $D.0D $0.00 $0.00 
Adult Activities (Redesignarian) $0.00 $0.00 $0.00 - ·-

Program Year 2016/Flscal Vear 2017 

PY2017 TOTAL CONTRACT AMOUNT $0.00 ·-
Admln. $0.00 $0.00 $0.00 
OW Activities $0.00 $0.00 $0.00 
Adult Adillities (Redes/gnatian} $0.00 $0.00 $0.00 - -

FY2018 TOTAL CONTRACT AMOUNT $0.00 - ~ 

Admln. $0.00 $0.00 $0.00 
OW Activities $0.00 $0.00 $0.00 
Adult Activities {Redesionatian) $0.00 $0.00 $0.00 

Total Dlslocated Worker $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0,00 
Fiscal Information for Incumbent Worker 

Contract# $0.00 $0.00 $0.00 
Contract# $0.00 $0.00 $0.00 
Contract# $0.00 $0.00 $0.00 

Total Incumbent Worker $0.00 $0.00 $0.00 $0.00 $0.DO $0,00 SO.OD 
Fiscal Information for Job Creation 

Contract# $0.DO $0.00 $0.00 
Contract U $0.00 $0.00 $0,00 
Contract # SO.OD $0.00 $0.00 

Total Job Creation SO.DO $0.00 $0.00 $0.00 $0,00 $0.00 so.oo 
fiscal lnformatl!!n for RAPID RESPONSE FUNDS 

Contract# $0.00 $0.00 $0.00 
Contract U $0.00 $0.00 $0.00 
Contract# $0.00 $0.00 $0.00 

Total Raofd Response $0.00 $0.00 $0.00 $0.00 $0,00 $0.00 So.DO 
Fiscal Information for Incentives 

Contract n $0.0D $0.00 SO.OD 
Contract# $0.DO $0.DO $0.00 
Contract ff $0.00 $0,00 $0.00 

Total Incentives $0.00 $0.00 $0.00 $D.00 $0.00 $0.00 $0.00 
CONSOLIDATED TOTAL $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $1).00 



ATTACHMENT C 

Instructions for External Users 

(Grantee/Su b-G ra ntee) 

Creating and Submitting 

Additional Funding Request 



Step 1: Log into https://Grants4.TN.gov. Change password if requested according to requirements . 

• - ' __ .._. J ... - .,.., ~·~ .. •:,1•<-f~ • ~ ~··-· - i}J .. • . ' - . • . . .• ·, ·\ ~ . . ' ' 1 
TN Department of ' '' ·, · · • . 

Labor & Workforce · .. 
--- Development 

\\ login 

login GRANTS4TN .,_ ..,. ,-----------, 
- 1 

~'"J 

Annowlcements 

Step 2: From the Main Menu, Click on Funding Opportunities. 

Main Menu 

Gloe Hei/) li!JOo.11 ID ,.... "5trl.C1loos Go /0 ~ --., - pa5SWOtd 

Dulle.s r6'(;hnology Pa,tr~ Inc 
c, xao1-2016 Otiaas r~ Pam'len inc 
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Step 3: Click Additional Funding Requests. 

a Funding Opportunities 

Current Funding Opportunities 
.\ '<tfrf'l'(·'., ru._,::(..,.1(.ij:\_>.:A"/, -.r~ .i.,.'l)!.·,, '<( r"':.:. \:I 
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.\tp Jr O .·_, _•---~ 
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Step 4: Click Start a New Application. 

'(J Funding Opportunities 

Current Applications 
Anyi>'f."1»J:fJyuNJedcijX)l'cat(ns trY ~.~inr_, J..").'.)t,_l· O~v To .~a·r a rlf?",\ ri[)()K,,a/U", t; rt.~<;(()0:)1:,-Jd) I.OC.•~ S:UJ t1 ,~\ l\~..Jt.l::xl t'rilri <'.Vto cc.oyrurn frr:w-:; nn ()°1 '1{{,-ir:,,rn•1 

dJCk 1>'11/!e ~y &lstr19 ApphCBDon Ml< 

II;> l,pplcalm,11111 
05795 OJT and In CL!ls!loom 

Opportunity Details 

06622-Add/Uonal Fundin11 Request 

Grants and Budgets Unit Services 
Application Oudllne: Final Application Deadline not Appllellbl, 

Award Amount 
Renue: 

Project si..rt Dale: 

Projet1 EM Date: 

"'""rd 
Announcement 
Date: 

Nol Applicable 

Maximum Status Report Approvnl Lewels 

Prog111m Officer: 

Phone: 

Email: 

Copy Existing AppliC3tion I Slart a New Application 

Ivan Greeolield 

61S.741-4346 xO 

lvan.LGrMnfi1ld@fn.gov 



Step 5: Enter the information for the Additional Funding Requests being created. 

Select the Primary Contact. 

Name this request in the Project Title box. 

Select the Authorized Official. 

The Organization should be your LWDA name. 

tnstruclfons 
Thapagenk.lf!Jll>v~arrd~l»f,,..~~ ~twtdin.~~ 

Generallnfonnallon 

...___. [Ko1t1r~·v1 
~ fe..-.t,i .. 6r13ar'lizetion vj 

Step 6: Click Save. 

IIIS1rudlons 
Tl>a-,ronl)@~---~lltllliere.ldlrlO~-

Mrwyco,ar lKalhyT""1er v! 

~ 11,, 25,C~-*'~ IOJT llOd In Cl"'!tnroO?r. 

__ _. (~yr...ler "_I 

~ ,., lrt 0,11,,~t vJ 

Return to ToP 

RetumtDTop 



Step 7: Click Edit 

-~ ·,; , . . . . 1"-;~-;~ .Jl·~~·-,• ~·, 'l 
. • • I .; I . ,. • . .1:. "'-'j 

, TN I Department of ' · , .. ,,. ' . 

• 1 Labor & Workforce r , , .. • · 

- . -- !)e_velopment 

~ Menu j Help I l.oa ou, 

'ii Application 

Appllcatfon: 03481-tast2 

lns1rucllons 

.._..,,._ Goanls a,d Budgets Unit Sefvices 

·-- 03459-Conlrac!-ts ___ , FnalApplication ~nol~ 

Ttks I~ .. ,.Mi-, r.:,•,-., ~~, ..__,~er~ ~ lhe rest ot t1WI 9(),(JllcAbon procASt5 

_ .. 03461 
__ , lesl2 

--.c- KalhyT-. 
_.,_, Kall,yTeaer-

hillla. any acWiciDnal mnac:n N'ltt:"I i,our~._..tr.-w,ll .i.o fflet1a,otl d1119tw1t 

0 

Step 8: Under Additional Grantee Contacts select the additional contacts that need to be included in the 

email communications received from Grants4TN. 

Note: When selecting the additional contacts make sure you hold the Ctr/ key as you select. 

~ Menu I • Hllp I '11 1.oC1 Ou! 

W Appliration 

lnS1nlcdons 
11vs1-mu.ii...~oro--~-,,,,,,,,.,o1,,,.~= 

l'nnl,y~ l~_r-~ ... 1 --ea,_, 
(lnilldln2SD= )OJT and In Clal!llsroom 

' 

_ _. IKalhyTeslar v! 

~ ~~selm!!. Qrq~~~~~ v~ 

I • l ~ Save 

Return to Top 



Step 9: Click Save 

. u,~,,-• ~~-'.'~t-•-= -T;~-.-~, 
TN n,~p.c1 , ,1n .. : .. ,to1 . • "r~·-·~~~~.;~:~/~ :; .. :·· , 

Labor & Workforce • .' - · • 
--- Development 

Hatp I . 1..og0ut ~Back ! 

lfl Application 

IMln.lctlons -~-1>e-= .. ...i-..-.,..,,,""',..,a""'--
General Information 

.-..-,..,..,~IIO"'d-.-i..-~1!sotn.to~th1,;,a-.r 

~~--=; [on and -In Cl•••.;:oom 

-- !KalhyT-r vJ 

_. !BoMl..illa Organization vJ 

Step 10: Click Go to Appl/cation Forms. 

lfl Application 

Appllcallon: 01711 - OJT and In an-
-- Grants and 8udge4s Uni SeMces 

--05522-Adcltional Fining~ 
~- Final Application Deaa1e not ~lit* 

Instructions n..,par,emus,oe_,,-.,., ____ ,,,.,,,.,a.,._""'°""' 

_.,, 06795 

- ,,_ 0JT and In aassroom 
- eo.- Katt.,. Tesrer 
-~ Katt.,. Tesler 

s..i.::,.....,.~ ~Cb ... d-•,y7.;•...--v•".uvo"l~ .. .r.~,~ 1..,;,~-.ave~•11~r 

Return to Top 

Go ID Appllcalion Forms 



Step 11: Click Letter of Request. 

~ Menu I • Halp I • Log Oul 

'II Application 

Application: Of7N - OJT and In Class,-n 

~ 

........,_ Grants n Budgats Uril Sefvices 

PllldngClAlcnnlr, 05522 -Adcllianal Finling Request 

~- RnalAA*llllilll1De8*1enat~ 

n...,,....,~--- ....__ "'*'II --~--.,_........,.,. __ or_..,.,111re-,, Tllech«Jrll*lr-lllemn,s ""'I'.,.,_,,,.,,,._._ __ Al ___ ,__...., .. _,,o,rwlo- To-N~CllC.tlllt&brWl>iMM 

Appllc .. an DIIIIIII I 5'alnllt I Wllh*aw ......, 

Step 12: CIiek Add. 

Appllcallon: 05796 • OJT and In Classroom 

lnatruc:dans 

,,...,_ _ Gt1ris and Buclgels Uril Seniices 

--~ 05622 · Adlllional Fining Request 

~ - Fflll AplJlicalion Deailne rlDl J\pl)licable 

"l'loa!loO.-,e_llvm,.,_....~1!,(tatyOl>dlll_,.,Ql)QloS ltYIIJe .. n>S)OIJWV~IDl)iDQl'O 

OT.a312D17 

I.Atlllrof A..-c Mitt!•~ I GotD ~plc .. an FC1r111$ 

~ ~~~~~~~~=Nln~~~~~~F...;.,!ur~~~~~~~Olll,.c.-,, ~ DIIIII,? 
ll, 



Upload a document from the computer by clicking browse. Uploaded documentation must reflect an 

appropriate file name and description of the attachment in the text box. The documents should contain 

justification for the requested funds and must be signed by an authorized signatory authority. Once the 

documentation has been uploaded and described, click Save . 

.• ~-,-· •• w-; ~----1.111 
- .,. ~ ... • ;.-> ,·,-- I • • ~ .... • • •. ... II r-..-:·- ~ 

. -TN nepar 1me111 01 , • 
Labor & Workforce · · 

--- >Development 

MM!u I Halp I • u,g Out 

• Application 0 
---

After clicking Save, the system will navigate back to the prior screen. Click Add as many times as needed 

to upload all pertinent documentation. Simply repeat Step 12 until all documents have been saved. 

Step 13: Click Mark as Complete. 

~ Menu I • Help I 9 Log Cul 

'I Application 

Appllcallon: 057N. OJT and In ClnmJom 

...,.__ Gfins an:I Budgels Unit Services 

........ ~ 05622-Addilional Fwu1g Requesl 

~- Fnal~ Oeallsle rd Applicable 

~ 

--•-ronlh<?-~·-=.,sc»dled-torlh<?"1!m>"'J""'~1oproc..,. 



Step 14: Click Additional Funding Request. 

"--j;'~ ·: ',-\/ • .. i-tf·~p.-.;,~~·~.\\i ..... 
' ..-., 1 ... • 'i 

TN I lep,11 trnt·'nt: '.ii •qi,;~·~ '.- t,., ~•"A' . , ,.~ • ' i 
Labor & Workforce ' · ' ~1 A--·.. . 

--- Development · ·· ·· · 1 -·•'· , 
. . . 

~ Menu I & Help I til Log out 

'fl Application 

Application: Oll796 - OJTand In Classroom 

Instructions 

-A- Granls and Budgets Unit SeNices 

,,__ 05522-Ad<itionat Funding Request 

- .-a.. Fm AAlfocaioo Oeadlile not Applicable 

<Ci Back I ~ Print I 
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onyan.-fllal"'8 lom>IIGO l>eel! co,,p/eled ,u _, ~mudbe-a.,<O'llJlle/8., 0/derto OU!lfflt To,,_,,,._..,..,,.,,,dtck,,. Subml-

General lnrormaUon 

Step 15: Click Edit 

'6 Application 

Appllcation: 051l8II • OJT and In Class,-

.....,.. ,,,_ Gr.ns .n:t Budgets Unit Setvices 

f-*'11 ~ 05522 -Aacitioflill Fining Req.lest 

~ - Final All>lication Oe.dsJe no1 Applicable 

Additional Funding R~UIH! 

Budget Request 

Pr.,.--D*' 

~Endll*' 

-- $000 
"'"-"' SO 00 

T .... ~ SQ()() 
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07ml2017 
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Step 16: Enter in the Proposed End Date, Proposed Effective Date, and the dollar amounts for 

Administration and Program. 

The Proposed Effective Date is the date that the requested change should take effect. NOTE: This date 

cannot be backdated prior to the date on letter signed by the signatory authority. 

TN r1q,;,, ·t11· .. -,.,1 or 
Labor & Workforce 

--- Development 

~ Manu l Holp f 

• Application 

Appllcation: - -OJT and In Classroom 

.._,.._ Grants and Budgets Unit Senrices 

-- 05522 , Adlllllonal Flndwlg Request 

- - Final AR,liclllion Deadline not Aili*<-_ .... ,,_. 

Adi, ....... -- '" 

Step 17: Click Save 

fl Application 

AppUcation: 08lll8 - OJT and In Classroom 

"'-- Granes and Budgels lQI Selvices 

l',nq~ 05522 • Addtional Fl.flCing ~ 

~ - Rnal Application Deadwle noC Applicable 

Addltlonal Funding Request 

"'-'-.... 

---· lsooo 
A'curlffl" !SD 00 

' -- 1 

R.tumtoTop 

Retum to Top 



Step 18: Click Submit. 

~ Menu I • Help I ti Log Out 

fil Application 

Application: 067911 - OJT and In Classroom 

Instructions 

........., ..,.., Grants and Budgets Un~ Se!vices 

F....., _, 05522 -Additional Funding Request 

~ ~= Final Applicalion Deadline not Applicable 

~ Back I :~ Print I 
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AppllCllllon Forms 

GMe111l lnlormot1on 
L-ol~ 
~ddl004llll Fun<11no RoQIIHI 

Step 19: Click OK. 

• Application 

Application: 067H - OJT and In CLassro«n 

"'-"'""' Grarts and Budgels Ullll Services 

_..._, 05522- Addro1al Foodrog Requesl 

Appllcatlon Details I Submit I Wlthdnlw 
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Instructions 

Appllcatlon Forms 
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Step 20: You will see this screen tell you that you have successfully submitted the Contract Amendment 

Application. 

~ Funding Opportunities 

Application Submltlad Confirmation 




